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STAGE 1 -Parents informed that attendance is to be monitored 
(Standard Letter)


No phone call to school advising of absencce
Teacher to double check that any child arriving late are asked – 
· Have you signed in?
· Have you ordered a dinner?


Weekly Attendance Certificate presented for the best attending class and spin the wheel winner. 
Staff complete individual class registers
· Morning Registration 8.55 to 9:00 am
· Afternoon Registration 1:00pm 
Code \ for children in attendance. 
For absent children staff to record message, if received, Learning Mentor to correctly code absences. (Any paper registers need to be returned to Learning Mentor)
Child arrives after doors closed
All staff to actively promote the importance and value of good attendance to pupils and their parents 
All staff to actively challenge low attendance with pupils and their parents 

Referral made to Children Missing in Education (CME) Team 

Attendance Planning Meeting – Targeting of children for further action. 
· Decide whose attendance will no longer be authorised unless proof of medical involvement is received. 
· Plan attendance target setting meetings 
· Identify children to be monitored – Children with a current attendance pattern that may fall below 95% by the end of the year



No Improvement 
No Improvement 
STAGE 3 – Fixed Penalty Notice or referral to EWS


Support offered to families will be child centred and planned in discussion and agreement with both parents and pupils. Where parents fail or refuse to engage with the support offered and further unauthorised absence occurs, St. Mary’s CE (VA) Primary will consider the use of legal sanctions.	



Formal Attendance Meeting 
· Attendance Target is agreed to be review after 4 weeks.


STAGE 2 -  Formal Attendance Meeting With Head Teacher /EWO
· Attendance Target is agreed to be review after 4 weeks.



Home visit to check wellbeing of any child causing concern. 
Daily First Day Response (9:15 to 9:30)
· Check all registers have been completed correctly
· Run list of absences
· Check individual absences updating coding where information available
· Ensure the proper safeguarding action is taken
· 
Weekly Attendance Review 
· All children that are currently a PA are recorded.
· All children that are the lowest 20% for attendance in school are recorded and progress logged.
· Meetings/phone call are made to those with concerns.
Promoting Good Attendance at St. Mary’s CE (VA) Primary School 

No valid reason given for absence – O Code
Follow up Email 
No contact with parent
· Absence recorded as N code
Telephone call 
Update Integris with record of call and appropriate code
Child arriving late after 9:30 am
· Child (with parent) sign in at reception
· Check reason for late arrival 

Child arriving late between 9:00 and 9:30 am
· Child (with parent) sign in at reception
· Check reason for late arrival

Record correct code 
· L Code – no appropriate reason given
· M Code – Medical / Dental 
(See Attendance Policy for other codes)

Record correct code 
· U Code – no appropriate reason given
· M Code – Medical / Dental 
(See Attendance Policy for other codes)
· Doors open at 8:45 am 
· Doors secured at 8.55 am
· Registers saved before 9:00 am
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